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U. S. Section
Trave and Trangportation Manual

Travel and transportation often make up a significant area of each Cost Center Manager’s
budget. Therefore, it isimportant that we are al aware of the guidance surrounding travel. To
facilitate research, this directive is broken out into: travel request, actud travel and travel
settlement with the most common questions asked.

701.1. Travel Request

Before beginning any travel, you must have written or eectronic authorization prior to incurring
any travel expense. Usethelatest IBWC Form 486 to request and authorize dl officid travel.
If it isnot practicable or possible to obtain such authorization prior to trave, your agency may
approve a specific authorization for rembursement of travel expenses after travel is completed.
If travel authorization is not practicable or possible prior to the travel, the U.S. Section
will accept written justification stating the circumstances for such an occurrence and
verified by the traveler=s supervisor in order to pay requested travel expenses. However,
written or electronic advance authorization isrequired for: use of reduced fares for group or
charter arrangements; payment of a reduced per diem rate; acceptance of payment from a nor+
Federal source for travel expenses, and for travel expensesrelated to attendance at a
conference.

701.1.A Trave Request Approval

All travel shdl be ether authorized or gpproved by the head of the agency or by an officid to
whom such authority has been delegated. For the USIBWC, the delegated authorized officid is
the employee’ s direct supervisor. Upon the supervisor’s gpprova, the travel order goesto the
Cost Center Manager (CCM) who will certify asto availability of funds and review to ensure
that the request isjudtified. Once the CCM reviews and approves the travel, the request will be
reviewed and approved by the U.S. Section Commissioner prior to the travel request going to
the Budget Office for gpproval and obligation.

701.1.B Whoin the agency isauthorized to establish travel controls? Agency heads
shall establish controls to ensure that only travel that is essentid to the purposes of the
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government and for accomplishment of the agency-s mission is authorized or
approved. The Request and Authorization for Official Travel form, IBWC 486,
includes a gatement Sgned by the authorizing officid that Sates: | certify that this
authorized travel is essential to the purposes of the Government and for
accomplishment of the agency-s mission and that it is the most cost effective
routing and means of accomplishing this activity, including tel econferencing and
internet access. The gpproving officid is to ensure that the preceding tatement ison
al payment requests certified for payment.

701.1.D Whoin theagency isresponsblefor proper travel justification? Generdly, the
first level supervisor istheinitia approva of atravel request and the authorizing officid
isthe cost center manager and the Commissioner, USIBWC. The authorizing officias
should be aware of trave plans, including plans to take annud leave in conjunction
with travel, and shall ensure appropriate consderation of the need for the travel, the
use of subdtitutes (i.e., mail, facamile, tdleconferencing, etc.), and the most effective
routing and means of accomplishing travel. The Request and Authorization for
Official Travel form, IBWC 486, includes a statement sgned by the authorizing
officid asfdlows | certify that this authorized travel is essential to the purposes
of the Government and for accomplishment of the agency-s mission and that it is
the most cost effective routing and means of accomplishing this activity,
including teleconferencing and internet access.

701.1.E Whoin the agency isauthorized toissue Aunlimited openi travel
authorization? Thistype of authorization alows an employeeto trave for any
purpose without further authorization. Unlimited open authorizations shal be issued
only for department or agency heads, their deputies, or other principa agency officids
as the agency head or deputy may designate and managers of mgor subunits where
no supervisor is present. The Commissioner designates the following positionsto
be issued Unlimited Open Annual Travel Authorizations for all travel except for
conferences, foreign travel, and training sessions that require trip-by-trip
authorization: Commissioner, Deputy Commissioners, Executive Engineer and
treaty Secretary.

701.1.F What travel arrangementsrequire specific authorization or prior approval?
You must have specific authorization or prior gpprova for:
(@ Use of premium-class service on common carrier transportation;
(b) Use of aforeign carier;
(¢) Use of reduced fares for group or charter arrangements;
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(d) Use of cash to pay for common carrier trangportation;

(e) Use of extra-fare train service;

(f) Trave by ship;

(9) Use of rentd car;

(h) Use of a Government arcraft;

(i) Payment of areduced per diem rate;

(j) Payment of actud expense;

(k) Travel expensesrelated to emergency trave;

(1) Trangportation expenses related to threstened law enforcement/investigetive
employees and members of their families,

(m) Travel expenses related to travel to aforeign area;

(n) Acceptance of payment from a non-Federal source for travel expenses; and

(o) Travel expensesrelated to attendance at a conference.

Most agency travel is authorized on trip-by-trip basis. There are a few agency officials
who are authorized to be issued annual travel orders under the new IBWC Form 79,
Request for Unlimited Travel Authorization. This form stipulates each of the
arrangements for which the IBWC Form 79 is not authorized and therefore specific
authority is required.

702.

Actual Trave

702.1 What travel expenses does my agency pay? Your agency may only pay those

702.2

702.3

expenses essentid to the transaction of officid business, whichinclude: (a)
trangportation expenses (e.g., airline, persond vehicle, rentd car, etc.); (b) per diem
expenses (e.g., hotels, medls); (c) miscellaneous expenses (e.g., telephone, tipsto
courtesy shuttles), and (d) travel expenses of an employee with specia needs.

What standard of care must | usein incurring travel expenses? You must
exercise the same care in incurring expenses that a prudent person would exercise if
traveling on persond business. Bottom line, what is most advantageous to the
government. Example, El Paso International Airport has more than one option
of parking. This agency will reimburse up to short term parking fee for safety of
the traveler. However, parking fee and mileage must not exceed the cost of taxi
fare to/fromthe airport.

For what travel expensesam | responsible? Y ou are responsible for expenses
over the rembursement limits established by this Directive. The agency will not pay for
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excess codt resulting from circuitous routes, delays, luxury accommodations, personal
preference or services unnecessary or unjudtified in the performance of officid business.

702.4 What dol doif I changeor do not usea common carrier reservation? If you
know you will change or not use your reservation, you must take action to change or
cancd it and notify the Budget Office and/or the Financia Services Division. The U.S.
Section requires that the traveler make dl reservation changes through the same person
who made theinitia reservetion. If thisisnot possble, the traveler isto make higher
own changes through the Travel Management System or directly with the common
carier. If the common carrier isto change, the traveler may need to initiate atravel
order modification — depending on the increasein cost. The unused or partidly used
tickets may be returned to the person making the travel reservations (if other than the
traveler) and the receipt for returned tickets submitted with the travel reimbursement
voucher in order to receive proper credit. Failure to follow the above procedures may
subject the traveler to ligbility for any resulting losses.

702.5 When must | useacontract city-pair fare? You must ways use a contract city-
par fare, (an Internet list of city-parsisavalable a
http://pub.fssgsa.gov/sarvices/citypairs), if you are acivilian employee of an agency,
unless one or more of the following conditions exist(s):

(&) Space or a scheduled contract flight is not avallable in time to accomplish the
purpose of your travel, or use of contract service would require you to incur
unnecessary overnight lodging costs which would increase the totd cost of the
trip; or

(b)The contractor's flight schedule is inconsstent with explicit policies of your
Federd department or agency with regard to scheduling travel during normal
working hours; or

(¢) A non-contract carrier offers alower fare available to the genera public, the
use of which will result in alower totd trip cost to the Government, to include
the combined cogts of transportation, lodging, medls, and related expenses.

702.6 Arethereother situationswhen | must use a non-contract fare? You may aso
use a non-contract fare such as athrough fare, specid fare, commutation fare, excursion
fare or reduced-rate round-trip fare in the following circumstances:

(&) Your agency determines prior to your trave that thistype of serviceis
practical and economical to the Government; and

(b) Inthe case of afarethat isredtricted or has specific digibility
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702.7

702.8

702.9

requirements, you know or reasonably can anticipate, based on the travel as
planned, that you will use the ticket.

What ismy liability for unauthorized use of a non-contract carrier when contract
serviceisavailable and | do not meet one of the exceptionsfor required use?
Any additiona cogs or pendtiesincurred by you resulting from unauthorized use of
non-contract service are borne by you.

What must | do with compensation an airline gives meif it denies me a seat on
aplane? If you are performing officid travel and a carrier denies you a confirmed
reserved seat on a plane, you must give your agency any payment you receive for
liquidated damages. Y ou must ensure the carrier shows the Treasurer of the United
States as payee on the compensation check and forward the payment to the
appropriate agency official.

May | keep compensation an airline givesmefor voluntarily vacating my seat
on my scheduled airline flight when the airline asksfor volunteers? Yes, if: (9)
voluntarily vacating your seat will not interfere with performing your officid duties, and
(b) additiond travel expensesincurred as aresult of vacating your segt, are borne by
you and are not reimbursed; but (C) volunteering delays your travel during duty hours
and prevents you from returning to work, your agency will charge you with annud leave
for the additiona hours. Additionaly, you will not be compensated for overtime or
compensatory time. On December 28, 2001, the President Signed into law S. 1438,
National Defense Authorization Act for fiscal year 2002. Section 1116 of thislaw
authorizes Federd employeesto retain promotiona items, including frequent flyer miles,
earned on officid trave.

702.10 What ismy liability for unauthorized use of Government vehicle? You are

responsible for any additiona cost resulting from unauthorized use of a Government
vehicle and may be subject to adminigrative and/or crimind liability for misuse of
Government property. Thisincludes arentd automobile obtained with Government
funds.

702.11 When may | use a privately owned vehicle (POV)? When authorized by your

agency. The use of privately owned conveyance shall be authorized only when
its use is advantageous to the Government. A determination that the use of
privately owned conveyance would be advantageous to the Government shall be
preceded by a determination that transportation by common carrier, a Government-
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contract rentd automobile, or Government furnished transportation is not available or
would not be advantageous to the Government on IBWC form 486.

702.12 What will | bereimbursed if | am authorized to use common carrier
transportation and | usea POV instead? You will be reimbursed on a mileage basis
(currently, 37.5 cents), plus per diem, not to exceed the tota constructive cost of the
authorized method of common carrier trangportation plus per diem. Y our agency must
determine the condtructive cost of trangportation and per diem by common carrier.

702.13 What will | bereimbursed if | am authorized to use a Government automobile
and | usea POV instead?

(& Reimbursement based on Gover nment costs. Unless you are committed to use
a Government vehicle, your reimbursement will be limited to the cost that would be
incurred for use of a Government automobile (at present 27 cents per mile).

(b) Partial rembursement when you are committed to use a Gover nment owned
automobile. When you are committed to use a Government automobile or would
not ordinarily be authorized to use a privately owned vehicle due to the availability
of aGOV, you will be reimbursed 10.5 cents per mile or rate in effect at time of
travel.

702.12 How much will my agency reimburse mefor atip to a taxi, shuttle service, or
courtesy transportation driver? Your agency will reimburse an amount determined
to be reasonable. The U.S. Section has determined that following tips are
reasonable for reimbursement: (a) 20% of the taxi fare; and (b) $2 for courtesy
shuittles.

702.13 When must | travel using U.S. flag air carrier service? You arerequired by 49
U.S.C. 40118, commonly referred to asthe "Fly AmericaAct,” to use U.S. flag air
carrier sarvice, compared to using aforeign air carrier, for dl ar travel funded by the
U.S. Government, except when the use would:

(a) Extend your travel time by at least 6 hours or more; or

(b) Increase the number of aircraft changes you must make outside of the U.S. by 2 or
more; or

(c) Require a connecting time of 4 hours or more a an overseas interchange point.

Otherwise, you must useaU.S. flag air carrier service when:
() Useof aforeign ar carrier is determined to be a matter of necessity; or
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(b) Thetransportation is provided under abilatera or multilaterd ar transportation
agreement to which the United States Government and the government of aforeign
country are parties, and which the Department of Trangportation has determined
meets the requirements of the Fly America Act; or

(©) You are an officer or employee of the Department of State, United States
Information Agency, United States International Development Cooperation Agency,
or the Arms Control Disarmament Agency, and your trave is paid with funds
appropriated to one of these agencies, and your travel is between two places
outsde the United States; or

(d) No U.S. flag air carrier provides service on aparticular leg of the route, in which
case foreign air carrier service may be used, but only to or from the nearest
interchange point on ausualy traveled route to connect with U.S. flag air carrier
service; or

(&) A U.S flag arr carrier involuntarily reroutes your travel on aforeign air carrier; or

(f) Serviceonaforeignar carrier would be three hours or less, and use of the U.S.
flag air carrier would at least double your en route travel time; or

(9) When the costs of trangportation are rembursed in full by athird party, such asa
foreign government, internationa agency, or other organization

702.14 What deter mines my maximum per diem reimbursement rate? Whereyou
obtain lodging determines your maximum per diem reimbursement rate. If you arive a
your lodging location after 12 midnight, you can claim lodging cost for the preceding
cdendar day. If nolodging isrequired, the gpplicable M&IE reimbursement rate isthe
rate for the TDY location.

702.15 What ismy option if the Government lodging rate plus applicable taxes exceeds
my lodging reimbur sement? Y ou may request reimbursement on an actua expense
bas's, not to exceed 300% of the maximum per diem dlowance. Approva of Aactud
expensell isat the discretion the U. S. Section. The U.S. Section will authorize
reimbursemernt to the traveler at Aactual expensesi if the request is (8) submitted prior
to commencing travel; (b) one of the following authorized judtifications: (1) lodging
and/or meals are procured at a prearranged place such as a hotel where a mesting,
conference, or training sesson is held; (2) costs have escaated because of specid
events such as missle launchings, sporting events, World:s Fair, conventions, or natural
disasters, and lodging and med expenses within prescribed alowances cannot be
obtained nearby with costs to commute to/from the nearby location consuming most or
dl of the savings achieved from occupying less expendve lodging; (3) because of
mission requirements; or other reason gpproved within the agency as applicable; and (4)
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the request is submitted on the Request for Rembursement of Actud Travel Expenses,
IBWC form 78, to the head of the Department, Deputy Commissioner or
Commissioner of the U.S. Section and is in accordance with this directive. IBWC
Form 78 dlows atraveler to request actud cost for lodging and/or meals, but the
traveler isrequired to itemize hisher expenses. In cases where the lodging rate, on
arrival, exceeds the authorized rate, IBWC Form 78 may be submitted for approval
with justification from the traveler sating the reason.

702.16 What expenses must | itemizeunder “actual expense”? Youmud itemizedl
expenses, induding medls, (each med must be itemized separately) for which you will
be rembursed under “actual expense’. However, expenses that do not accrue daly
(e.g., laundry, dry cleaning, etc.), may be averaged over the number of days your
agency authorizes/approves actua expenses. Receipts are required for lodging,
regardless of amount and any individua meal when the cost exceeds $75. Y our agency
may require receipts for other dlowable per diem expenses. When your agency limits
M&IE reimbursement to ether the prescribed maximum M&IE rate for the locdlity
concerned or areduced M&IE rate, it may or may not require M& I E itemization & its
discretion.

702.17 What miscellaneous expenses are reimbur sable? Y our agency may authorize or
goprove reimbursement of miscellaneous travel expenses. Examples of such expenses
include but are not limited to the following: transaction fees (ATM), use of computers,
printers, faxing machines, and scanners, conference room and telephone calls. If an
itenV/sis questionable, the appropriate justification is stated on the reimbursement
voucher.

702.18 Reimbur sement of telephone calls. Because the Government employeeis
inconvenienced when traveling on officiad business, the traveler is afforded the ability to
maintain contact with the place of resdence or with thosein hiscare. This agency
issues a Federd cdling card to dl travelers that enables each traveler to call at alow
cost to the agency. Any employee making long distance cdls while in atemporary duty
datus (TDY) and falling to use hisher agency-issued Federd caling card must itemize
these cdlls on ther travel request and provide receipts to receive rembursement.
Reimbursement is limited to $5 per day CONUS and $15 per day OCONUS, while on
officia government travel away from home, without regard to length of travel. You
should use Government provided services (calling card) for dl officid communications.
When they are not available, commercid services may be used. If prepaid phone cards
are used, the traveler must provide the actual usage of the card and provide the card
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and receipt with the rembursement clam. On request of the traveler, a Government
cdling card may be sgned out from his’her supervisor and returned upon completion of
the TDY.

702.19 Can | bereimbursed for Internet costs? Increasingly, hotels are charging travelers
for utilizing the establishment’ s Internet access. Some of these connection fees can be
high. In order for atraveler to be rembursed, authorization for Internet connectivity cost
must be authorized as “other expenses’ in thetravel order. Prior to authorizing Internet
expense on atrave order, the supervisor isresponsible for determining if the costs are
necessary for accomplishment of the TDY misson. Upon check-in to the hotd, the
USIBWC traveler should inquire asto the options available and corresponding costs.
Some hotel's have dedicated computers or rooms available &t little or no cogt, while
others charge by the hour for high-speed access. USIBWC pays for the Sprint 1-800
line, which can be accessed from the hotel room telephone for aminimal fee. The speed
of the 1-800 connection to the Internet will be considerably dower, but the expense
should be more cost effective. Employees are to follow the guiddines of United States
Section Directive, Volume |1, Chapter 101, paragraph H101.7.2 for “Limited Persond
Usg’ of government equipment for persond use. Nonofficia use while on travel satus
mug “not interfere with officd busness and involves minimal additional expenseto
the government.” Internet charges are communication expenses and therefore, is
limited to the condition in 702.17 for personal and reasonable amount allowed for
official use by the traveler’s cost center manager (CCM).

702.20 Must | use government contract travel services? Yes, the U.S. Section provides
travel management services under a government contract, o you must use these
services to arrange for common carrier transportation, lodging, and renta car(s). The
advantage of this sarviceisthat cancelaions do not result in high feesto the agency.
Additiondly, changes can usually be made at alower cost. Services under a
government contract may be furnished by acommercid travel agent, eectronic travel
services system, or other travel management services provider. GSA city-pair fare
contract carriers and any preferred value lodging programs and rentd car agreements
must also be used.

702.21 What isthe preferred method of payment for official travel expenses? Asa
generd poalicy, employeestraveling on officid business are responsible for meeting their
current travel expenses. However, Federa employees should not have to pay officid
travel expenses entirdy from persond funds unless the employee has eected not to use
the available government travel charge cards with included ATM service access. Itis
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the policy of the U.S. Section to issue government travel cards to frequent travelers (five
or moretrips ayear) or others requesting one. The Chief, Financid Services Divison is
designated the coordinator for the government travel charge card program. The charge
card shdl be used to charge dl travel related costs. The charge card allows access to
ATM cash for those instances where the card is not accepted or convenient, so cash
advances are not available to travelers with a government travel card or those entitled to
acard, but declining one. Cash advances are available to infrequent travelers who do
not have a government travel charge card and when authorized by the cost center
manager and supervisor. All travel orders with cash advance requests must be received
by Financid Services Divison aminimum of seven working days before traveling.

702.22 May we prohibit an employee from using a POV on official travel? No, but if the
employee dectsto use a POV ingstead of an aternative form of transportation you
authorize, you must: () limit rembursement to the condructive cost of the authorized
method transportation, which isthe sum of per diem and transportation expenses the
employee would reasonably have incurred, and (b) charge leave for any duty hours that
are missed as aresult of travel by POV.

702.23 Asa supervisor, how do | administer the authorization and payment of travel
expenses? You mug limit the authorization and payment of travel expensesto travel
that is necessary to accomplish your misson in the most economical and effective
manner, in accordance with the rules stated in this directive. Consideration should be
given, but not limited to budget congtraints, adherence to travel policies, and
reasonableness of expenses. Y ou should dways consider dterndives, (eg.,
teleconferencing), prior to authorizing travel. NOTE: As much asispossible, a
supervisor should review all travel requeststo ensurethat travel to and from a
government controlled activity iswithin thetraveler’s normal tour of duty.
Hoursoutsidethetraveler’stour of duty are compensable as overtime or
compensatory time when the traveler is non-exempt in accordance with the Fair
Labor Standards Act (www.opm.gov/ocalworksch/HTEL/TRAVEL .asp). IBWC
Form 82 (see Appendix A) can help a supervisor determine whether or not
compensatory leave or overtime will be due the traveler.

702.24 Who in the agency isauthorized to approve confer ences, meetings, and training
sessions? Travd of this nature shdl be authorized on atrip-by-trip bass. When
authorizing such trave, the gpproving officia shal ensure that the number of attendees
from the agency is necessary and jusdtified. The Budget Officer shdl approve the
Request and Authorization for Officia Travel form, IBWC 486, that States, | certify
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that funds are available and the number of atendees from the agency is necessary and
justified in accordance with the provisons of Agency Directive.”

702.25 | work an alternate work schedule and will begoing TDY for training. Do |
have to change my work schedule? Yes. In accordance with HQ Directive,
Volume 1, Chapter 649, employees on either aflexi-tour work schedule or 4-10
compressed work schedule will go to astandard tour of duty for the week in which
TDY for training occurs. Employees on a 5/4-9 aternate work schedule must go to a
standard tour of duty (8 hour days, 5 days aweek) during the entire pay period in
which the TDY for training occurs.

702.26 What is gover nment policy regar ding confer ence attendance and planning? The
policy of the government is that agencies shdl exercise grict fisca responghbility by
selecting conference Sites that minimize conference adminigtrative codts, conference
attendees travel costs, and conference attendees’ time costs. It isaso the policy of the
U.S. Section to minimize travel cogts by authorizing the minimum number of attendees
necessary to accomplish the agency gods. Therefore, the Budget Officer shdl authorize
Government sponsorship or co-sponsorship of a conference, which involves travel by
30 or more employees. When a conference involves travel by 30 or more employees,
the agency shal document the cost of each dternative conference Ste and retain a
record of the documentation for every conference held. The agency shdl make the
documentation available for inspection by the agency’ s Office of Ingpector Generd or
other interested parties.

702.27 Who isauthorized to approve change of official station/relocation travel orders?
Travel and reated entitlements for a change of officid station or relocation determined
to be in the interest of the government, shall be authorized on a move-by-move bass.
This dso includes new gppointees when issued an authorization for trave to the first
duty station. The employee’ s supervisor shal recommend the payment, and the Budget
Officer will certify avalability of fundsfor al change of Sation entitlements.

702.28 I’ ve been invited to make a presentation at another gover nment agency and
they have volunteered to pay my airline cost. What do | do? You must receive
pre-approva from your supervisor or Cost Center Manager prior to accepting the
payment in accordance with Section 303(j) of Executive Order 11348 of April 20,
1967, OPM regulations issued under section 401(b) of that Order and 5 U.S.C.
4111(a).
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702.29 The agency approvesthe meeting organizersto pay for my airfare. However,
when | arrive at the conference, | find out that the meeting organizersare also
paying for the hotel room and meals. Can | accept? Under the revised rule, you
can accept these additiona gifts, as long as you notify the agency within seven days of
the end of your trip. However, you cannot accept payment for your hotel room from
anyone but the meeting organizers who paid for the airfare AND the meeting organizers
must be federa agencies or IRS 501(c)(3) corporations only. Please be aware that
agency reimbursement and gifts must never exceed actua expenses.

702.30 I"'ve been invited to speak at a conference; may | ask the conference
organizersto pay for my travel? No, you cannot solicit for another agency or non-
government source to pay any part of your expenses to attend the event for ethical
reasons and to avoid claims of unlawful conduct. However, you may notify the
organizers that you cannot attend due to budgetary limitations.

702.31 I've been invited to speak at a conference; may | ask the conference
organizersto pay for my travel? No, you cannot solicit for another agency or non-
government source to pay any part of your expenses to attend the event for ethical
reasons and to avoid claims of unlawful conduct. However, you may notify the
organizers that you cannot attend due to budgetary limitations.

702.32 |1 work in afield officeand | don’t have or want a gover nment travel card.
What do| doif | am called to an emergency TDY —for example, to control a
flood? If travel by ar is required, your field manager will contact Sun Trave (or
current government contract travel service agency) to make travel arrangements
and have the travel agency charge the corporate account. The agency hasa
Separate corporate account that will be issued on an emergency basisfor usein
securing and paying hotel rooms, and for medls. It isrecommended that afield
manager have FSD issue emergency travel advances by immediately faxing
emergency travel ordersto FSD. The advance will bein thetraveler’s bank
account by the next businessday. During extreme Stuations, the corporate card
could be issued to afidld manager via certified mail or to Richard Peace for him to take
to the appropriate field office. The most senior person TDY will be responsible for
using and securing the emergency corporate account. Thisindividuad must reed and sign
the document provided in Appendix B of this Directive. Travel resmbursement will be
limited to costs not charged to the corporate account. Additiondly, travel
rembursement will not be made to individuas until charges from corporate account
have been reviewed to ensure the agency does not suffer duplicate charges. Thisis
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not a recommended procedure and must have the agreement of the Chief, FSD
or higher authority.

702.32 | am attending a conference and my supervisor hasauthorized a GOV. May

| take my spouse with me? In accordance with VVolume 2, Chapter 805,
government vehicles are drictly for officid government use. The driver and
passengers need to be on officid government businessto trave in the GOV.
Therefore, afamily member or friend cannot accompany you. Y ou should request
authorization to take your POV, s0 that your spouse can accompany you. Thereis
one important exception: if the U.S. Commissioner invites spouses to the
USBWC Annual Meeting, then use of the GOV is authorized.

702.33 What am | entitled to if a permanent change of station (PCYS) isauthorized?

703.

Y ou are only authorized what is specified in your PCS orders as approved by the
Commissioner of the USIBWC. Pleaserefer to Appendix C, Permanent Change of
Sation for All Entitlements.

Trave Settlement.

703.1 When must | submit atravel claim? You musgt submit your travel dam: (a) within 5

703.2

working days after you complete the trip or period of trave; or (b) every 30 daysif you
are on continuous travel status. The travel reimbursement vouchers will be submitted on
form SF 1012 through the traveler’ s supervisor to the Financia Services Division for
processing. If an expenseis disdlowed, the voucher will continue to be processed for
payment, but the traveler will be notified by telephone and e-mail the amount and reason
for any disalowed or additiona expenses.

Within how many calendar days after | submit a proper travel claim must my
agency reimburse my allowable expenses? Your agency must remburse you within
30 caendar days after you submit a proper travel claim to the agency’ s designated
approving office.

703.3 Who must review and sign travel claims? The travel authorizing/gpproving officid or

his’her designee (e.g., supervisor of the traveler) must review and sign travel dlaims to
confirm the authorized travel and that the expenses claimed appear reasonable and
conform to the authorized travel request.
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703.4 What arethereviewing official’ s responsbilities? Thereviewing offidd mus have
full knowledge of the employee s activities, so that he/she can ensure;
(&) Thedamis properly prepared in accordance with agency directive,
(b) A copy of the authorization for trave is provided;
(c) Thetypesof expenses clamed are authorized and dlowable;
(d) Theamount clamed is accurate; and
(e) Therequired receipts, Statements, justifications, etc. are attached to the
travel dam.

703.5 How may | use frequent traveler benefits? On December 28, 2001, the President
dgned into law S. 1438, National Defense Authorization Act for fiscd year 2002.
Section 1116 of this law authorizes Federad employees to retain promotiona items,
including frequent flyer miles, earned on officid trave.

703.6 Must | providereceiptsto substantiate my claimed travel expenses? Yes, you
must provide alodging receipt and receipts for adl authorized expensesincurred
over $75, or areason acceptable to your agency as to why you are unable to provide

the necessary receipt.

703.7 A non-Federal source paid my travel and expenses, for which | recelved
approval prior to commencing the businesstrip. However, they have rembur sed
methan applicable limitations. How do | report this? Upon your return, submit your
travel voucher and itemize al expensesincurred that exceed gpplicable limitations. You
cannot be reimbursed in excess of expenses asyou cannot “make a profit” by
combination of reimbursements from your agency and another. At no time will
reimbursement for expenses in excess of regulatory limitations exceed the amount of the
expensesincurred. There is no difference as to whether the paying sourceisan IRS
501(c)(3) corporation or another federal government as under no circumstances can a
profit be made by the traveler.

703.9 Aspart of my jab, | will be speaking at a professional conference where part
of my expenseswill be paid by the conference organizers. However, the per
diem is $90 and the organizers are only paying $60), what do | do? The agency
shdl reimburse you for those expenses not covered by payment from the other
agency with gpplicable limitations as determined by the U.S. Section. The
conference organizers must be federa agencies or IRS 501(c)(3) corporations only.

703.10 What do | doif the hotel rate exceedsthe established lodging rate for the
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area? IBWC Form 078 must be completed and approved by the Chief,
Adminigraion Divison to ensure full rembursement.

703.11 How are the mileage, lodging and M1& E rates determined? Rembursement
rates are based on semi-annua bulletinsissued by Generd Services
Adminigtration for the continental United States and oversess.

703.12 How do | know what | will be reimbursed? You will be notified of any
disallowances or corrections by telephone or e-mail. Otherwise, you will be
reimbursed the same as your submission. All reimbursements are sent via
electronic funds transfer to the account you designated. Contact FSD if you have
not received the reimbursement to your bank account within 30 days of
submission.

703.13 How do | challenge a disallowed claim? You must fileanew dam with dl
supporting documentations and a copy of the notice of disdlowance. The traveler has
the right to gppedl, which can include an adminigretive review by the Chief,
Adminigtration Department. Please contact the Chief, FSD for any disputed disallowed
reimbursement prior to appealing the decison. If, after reconsderation by the U.S.
Section, your clamis gill denied you may submit your claim for adjudication to the
GSA Board of Contract Appealsin accordance with 48 CFR Part 6104.

M701-16



Appendix A

Travel and Training Form(s) Check

Travel Section
1. “Hours of work” are within ves | U No =
“corresponding hours?’
2. Isthis a“controllable’ event? ves | U No =
3. Is employee exempt? Yes | H No |U

a. Overtime required?

Yes | H No = If yes, attach OT request.

b. Comp time required?

Yes | H No |U If yes, attach CT request.

Training Section

4. Employee on compressed
schedule?

Yes | U No | If “yes,” attach revised schedule.

5. Course listed in the performance | Yes = No | If no, written justification is required.
support section of performance
standards?
6. Training city/location -nearest Yes | H No |U
or most accessible location?
7. Training site - within walking Yes | H No |H If yes, no renta car allowed without
distance or at the hotel/motel? written justification.
8. Similar or related training taken | Yes = No |
within the last 5 years?
Funding Type
S&E o
Reimbursable O | specify:
Other O | specify:
Prepared By: Document No.
IBWC Form 82
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(Feb 2003)
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Appendix B

Acknowledgment of Receipt and Responsibilities of the Emergency Corporate
Card

[, , acknowledge receipt of the emergency
corporate Citibank government travel card. My signature below attests that | understand that
this card isto be used only for authorized travel use (e.g., meds and lodging, renta car, etc.) in
the performance of government duties.

| will do my utmost to secure and protect this card. Upon conclusion of thisTDY, | will return
the card to my field manager or directly to the Chief, FSD, whichever ismost feasble. If the
card ismalled, | will ensurethet it is sent by certified, overnight mail.

If the card islogt, Stolen or has unauthorized use, | agree to quickly notify the bank and the
agency. Thetoll free Citibank telephone number is 1-800-790-7206. For outside the U.S,,
Puerto Rico, Canada, Hawaii, Alaska and the Virgin Idands, cal collect at 904-954-7850.

Signaure Date
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INFORMATION REGARDING PAYMENT OF TRAVEL, TRANSPORTATION
AND OTHER RELATED EXPENSES OF EMPLOYEES TRANSFERRING
FROM ONE OFFICIAL STATION TO ANOTHER

Thisisthe USIBWC guidance on the entitlements and limitations concerning alowances when a
change of officid sation or related action isinvolved.

An employeeis generdly digible for relocation expense dlowancesif:

1. A new gppointee appointed to hisher firg officia duty station;

2. Anemployeetrandferring in the interest of the Government from one agency or duty
station to another for permanent duty (and the duty stationis at least 50 miles from the
old duty station);

3. A student trainee assigned to any position upon completion of college work;

4. Anemployeedigiblefor a“last move home’ benefit upon separation from the
Government (or for the employee simmediate family in the event of the degth of the
employee prior to separation or after separation, but prior to relocating);

5. Anemployee who is being assgned to atemporary duty station in connection with a
long-term assgnment.

Y ou may only begin your transfer or reassgnment after your agency has gpproved your travel
authorization (TA) in writing (paper or dectronic). Y ou must have the written TA before you
relocate to your new officid duty station. Y ou may relocate from a place other than from where
you are authorized, but you will be required to pay al additiond costs incurred for expenses
above your authorized travel and transportation cost.

When authorized and approved, travel and transportation expenses and applicable alowances
provided by this guidance will be paid to you when trandferring in the interest of the Government
from one officid station to another for permanent duty. Once adecision is made to pay or
reimburse rel ocation expenses, dl mandatory relocation alowances are reimbursed, unless
otherwise stated in this guidance, the agency’ strave directive or the employee’ s orders.

Relocation that agency must pay or reimburse for an employee assigned to higher first
official station in the Continental United States (CONUS) are:

Trangportation of employee and immediate family member(s)

Per diem for employee only

Transportation and temporary storage of household goods

Extended storage of household goods

Trangportation of amobile home or boat used as a primary resdencein lieu of the
trangportation of household goods

abrwpdnpE

Relocation allowance that an agency has discretionary authority pay or reimburseis
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shipment of privately owned vehicle (POV).

Relocation costs that agency must pay or reimburse for an employee who
transfers between officia stationsin CONUS are:

Trangportation and per diem of employee and immediate family member(s)

Miscdllaneous moving expense

Sl or buy residence transactions or |ease termination expenses

Transportation and temporary storage of household goods

Extended storage of household goods

Transportation of a mobile home or boat used as a primary residencein lieu of the

trangportation of household goods

7. Relocation income tax dlowance (RITA)

SUuhhwNE

Relocation allowances that an agency has discretionary authority to pay or reimburse
are;

House hunting per diem and transportation, employee and spouse only

Temporary quarters subsistence expense (TQSE)

Shipment of privately owned vehicle (POV)

Use of arelocation services company

Property management services

Home marketing incentives

oSk wpnE

The Financid Services Divison can provide additiond relocation alowance guidance by specific
type.

“Officid gtation or post of duty” as used herein means the building or other place where you
regularly report for duty. For purposes of payment under these regulations reating to the
residence and the household goods and persond effects of an employee, “officid station or post
of duty” aso means the resdence or other quarters from which you regularly commute.

No expensesincident to change of officid station are dlowable until you have agreed in writing
to remain in the employ of the Government for twelve months following the effective date of
your transfer, unless separated for reasons beyond your control, which are acceptable to the
International Boundary and Water Commission, United States Section (USIBWC). If the
agreement is violated, any monies received must be refunded, to include withholding tax
dlowance (WTA) and relocation incometax (RIT) dlowance. A travel advance or claim will
not be paid until the employment or service agreement is Signed.

Y our per diem for en route relocation travel between your old and new officia stations will be at
the standard CONUS rate available at http://www.gsa.gov/perdiem. The number of authorized

M701-22



daysisthe actua number of days to complete the relocation travel, but not to exceed an amount
based on a minimum driving distance per day determined to be reasonable. The minimum
driving distance generdly will not be less than an average of 300 miles per caendar day.
Exceptions to the daily rate can be made by your agency when due to circumstances outside of
your control, such as acts of God or restrictions by Government officids, when the employeeis
physicaly handicapped; or other reasons acceptable to the agency. In order to be properly
rembursed, you must provide a satement on your travel claim explaining the circumstances that
caused adelay.

The term “immediate family” as used herein means any of the following personswho are
members of your household at the time you report for duty a your new officia Sation:

a Spouse

b. Children who are unmarried and less than 21 years of age who, regardiess of age,
are physicdly or mentaly incgpable of sdf-support. The term “children” includes natura
offspring, stepchildren, adopted children, grandchildren, lega minor wards or other dependent
children who are under your or your pouse’ slega guardianship;

c. Dependent parents, including step- and legdly adoptive parents of you or your
spouse who receive at least 51 percent of their support from you or your Spouse;

d. Dependent brothers and ssters, including step- and adoptive brothers and sisters of
you or your spouse who are unmarried and under 21 years of age or who, regardiess of age,
are physicaly or mentaly incgpable of sdf-support.

“New appointee” includes any person newly gppointed to Government service, including an

individua gppointed after abreak in service. Individuals separated as aresult of reduction in
force or transfer of function may be trested as atransferee instead of new gppointee.

ALLOWANCES FOR SUBSISTENCE AND TRANSPORTATION

NOTE: Theallowancefor en route per diem doesnot apply to immediate family
member s of new appointees.

When you are transferred, an alowance shdl be pad for per diem expenses you and your
immediate family incur while traveling between the old and new officid stations. Theprohibition
on paying per diem for travel of 12 hoursor lesswill apply to permanent change of station
travel.
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Per diem dlowanceswill be computed for actud travel time limited to an average minimum driving
distance of at least 300 miles per day. The maximum per diem rate you are allowed for your travel
within CONUS (Conterminous United States) shall be the Standard CONUS Reate of $36.00.
The maximum dlowable per diem rates for your immediate family are as follows

For your spouse—

a. When your spouse accompanies you while traveling between duty ations, he/sheis
authorized .75 of your per diem rate. (When more than one privately owned automobile is used,
your spouse will be considered to have accompanied you if trave is performed on the same days
aong the same generd route.)

b. When your spouse does not accompany you, he/she is authorized the same per diem

rate
to which you are entitled. In such ingtances, your travel time and the amount of the per diem
dlowance you pad are not factors in computing the amount of per diem alowance for travel of

your Spouse.

For each other member of your immediatefamily -- $64.50, or three-fourthsof the per diemrateto
which you are entitled is authorized for each other member age 12 or older, and $43.00, or one-
haf of the per diem rate to which you are entitled isauthorized for each child under 12 yearsof age.

Y ou and your immediate family may travel by privately owned automobile or common carrier. If
travel isby common carrier, you may use aGovernment Trangportation Request (GTR). Lessthan
firg-dlassair accommodations must be used unlessfirg dassisjudtified onyour travel authorization.

When use of common carrier is authorized, you will be reimbursed the actud ticket costs plus
related taxi faresto and from terminds. Any additiona cost resulting from the use of amethod of
trangportation other than the specificaly shal be your responsibility.

Mileage for privately owned automobile (POV) travel will be reimbursed in accordance with the
rates shown below based upon mileage of the usudly traveled route between your old and new
officid gations.

MILEAGE
OCCUPANTS OF POV RATE
Y ou only, or one member of your immediate family $0.15
Y ou and one member, or two members of $0.17

your immediate family
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Y ou and two members, or three members of $0.19
your immediate family

Y ou and three or more members, or four or $0.20
more members of your immediate family

Use of more than one automobile is not considered advantageous to the Government except
when justified under the following specid circumstances.

a. If there are more members of your immediate family than can reasonably be
trangported with luggage in one vehicle

b. If because of age or physical condition specia accommodations are necessary in
trangporting amember of your immediate family in one vehicle, and a second automobileis
required for travel of other members of your immediate family;

c. If you mus report to anew officia station in advance of travel by members of your
immediate family who delay travel for acceptable reasons such as completion of school terms,
sde of property, settlement of persond business affairs, digposad or shipment of household
goods, and temporary unavailability of adequate housing a the new officid station;

d. If amember of your immediate family performs unaccompanied travel between
authorized points other than those for your travel.

e.If, in advance of your reporting date, immediate family members must travd to
the new officid station for acceptable reasons such asto enrall children at the
beginning of the term.

When use of more than one automobileis judtified, the mileage rate previoudy stated will apply

for each. If the use of more than one privately owned automobile is not justified, the alowances
shdl be paid asif dl personsinvolved traveled in one automohile.

2. ALLOWANCE FOR MISCELLANEOUS EXPENSES

NOTE: Thisallowance doesnot apply to new appointees.
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A miscellaneous expense allowance is provided for defraying various contingent
costs incurred in relocating your residence associated with transfer of officia
station. This allowance is related to expenses that are common to living
guarters, furnishings, household, appliances, and other general types of cost
inherent in the relocation of aresidence. The types of costs intended to be
reimbursed include the following:

a. Feesfor disconnecting and connecting appliances, equipment, and utilitiesinvolvedin
relocation, and costs of converting appliances for operation on available utilities,

b. Feesfor cutting and fitting rugs, draperies, and curtains moved from one residence
quarters to another;

c. Utility feesor deposits NOT eventudly refunded;

d. Forfeture losses on nontransferable medical dental, and food locker contracts, and
contractsfor privateingtitutiona care, such asthat provided for handicapped or invalid
dependents only, which are not trandferable or refundable;

e. Privateinditutiona care contracts that are not transferable or refundable;

f.  Transportation of house pets (dogs, cats, and other house pets), but not required
inoculations, examinations, boarding quarantine or other costsin the moving process—
other animals, such as horses, fish, birds, various rodents, etc. are excluded due to

regrictions and specid handling difficulties, and

g. Codsof automobileregigration, driver slicense, and use taxesimpasad when bringing
automobilesinto certain jurisdictions

Y oumay claim thefollowing miscelaneous expenses dlowance, without supporting documents, on
your travel voucher:

o $500.00 or equivalent of one (1) week’ s basic pay, whichever is
less, for an employee without an immediate family; or

o $1,000.00 or the equivdent of two (2) weeks basic pay, whichever is less, for an
employee with an immediate family.
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Allowances in excess of those provided above may be authorized or approved, if supported by
acceptable statements of fact and ather paid bills or other acceptable evidence justifying the
amounts claimed, provided thetota claim does not exceed your basic pay for oneweek if you are
without an immediate family or two weeks if you have an immediatefamily. Innoingancewill the
alowance exceed payment at the maximum rate of Grade GS-13. Y our agency cannot authorize
an advance of funds for miscellaneous expenses alowance.

3. TRAVEL FOR THE PURPOSE OF SEEKING PERMANENT RESIDENCE
AT THE NEW OFFICIAL STATION —HOUSEHUNTING TRIP EXPENSES

NOTE: Thisallowance does not apply to new appointees.

The term “househunting trip” refers to atrip made by the employee and/or spouse for the
purpose of locating a new permanent home in the new officid station New appointees or
transferred student hires are not digible for ahousehunting trip expenses dlowance. The agency
isnot required to authorize payment of a househunting trip unlessit is in the Government’s best
interest. Once authorized (i.e., determined to bein the Government’ s best interest), the agency
will notify you of the procedures you must follow.

Youmay be paid atravel and transportation expense alowance for you and your spouse
traveling together, or either of you, for one round trip to the new duty station to seek permanent
living quartersto rent or purchase (includes obtaining location of aresdent mobile home). You
must accomplish the round trip the day before you report to your new officid duty station. Y our
spouse must accomplish the trip the earlier of: (a) the day before your family moves to the new
duty gtation, or (b) the day before the maximum time for beginning dlowable travel expires
(normdly within two years).

The period of time alowed at Government expense may not exceed 10 calendar days, including
travel time. Reasonable expensesfor locd trangportation at the new officid station shdl be
alowed in connection with an advance househunting trip. Authorization may provide for loca
transportation by common carrier, loca trangt systems, GSA contract rental or other
commercidly rented automobiles, or privately owned automobiles. However, the mode of
trangportation must be consistent with the mode of trangportation authorized for travel to and
from the new officid station and determined to be advantageous to the Government. Expenses
for the use of taxis shall be limited to transportation between depots, arports, or other carrier
terminals, and place of lodging.

Per diem dlowances for you and your spouse will be the same as those prescribed in Section 1.

To receive rembursement for househunting trip expenses, you must itemize your transportation
expenses and provide receipts as required by your travel authorization. For fixed amount
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househunting trip subsistence reimbursement, you do not need to document your subsistence
expenses. Y ou do need to itemize your lodging expenses and provide receipts. Y our agency
may authorize an advance of funds for househunting trip expenses.

You will bein aduty Satus during the authorized period of absence, and no charge for annua
leave will be made. Reimbursement will not be made if, after making atrip to the new Station,
you decline the trandfer. Funds advanced and/or costs of GTR, etc., must be repaid if you
decline transfer.

4. TEMPORARY QUARTERS SUBSISTENCE EXPENSES (TQSE)

NOTE: Thisallowance doesnot apply to new appointees.

Theterm “temporary quarters’ refersto lodging obtained for the purpose of temporary
occupancy from a private or commercia source. Y ou agency is not required to authorize
payment of TQSE unless the agency determinesthat it isin the Government’ sinterest. TQSE
are subs stence expenses incurred by you and your immediate family while occupying temporary
quarters. TQSE does not include loca trangportation expenses incurred during occupancy of
temporary quarters. Such expenses may be authorized for a period of not more than 60 days
while necessarily occupying temporary quarters. Asagenerd policy, dlowances for temporary
quarters will not be approved if you have had adequate opportunity to complete arrangements
for permanent quarters as the result of an authorized advance househunting trip.

Y our agency will reimburse you for TQSE under the actua expense method unless it authorizes
a“fixed amount” reimbursement ingtead. For the fixed amount TQSE reimbursement, you do
not document your TQSE. For actua TQSE reimbursement, you must document your TQSE
by itemizing each expense and providing receipts.

The adminidrative determingtion as to whether the occupancy of temporary quartersis
necessary and the length of time for occupancy shal be made on an individua case basis, and
shown on the travel authorization for transfer or reassgnment up to the maximum of 60 days.
Y ou should submit requests for additional temporary quarters beyond the period authorized on
travel authorization in writing, explaining the circumstances behind your request.

In computing the length of time alowed for temporary quarters a Government expense, the time
will begin when ether you or any member of your immediate family begins to use temporary
quarters for which you claim reimbursement and shdl run concurrently. The period will terminate
when you or any member of your family occupies permanent type residence quarters, or the
dlowable time limit expires, whichever occursfirg.
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Y ou will be reimbursed the actud charges for medls (including groceries consumed while
occupying temporary quarters), lodging, fees and tips incident to meds and lodging, laundry,
cleaning and pressing of clothing. Expenses of loca trangportation incurred for any purpose
during occupancy of temporary quarters shall be disalowed. Expenses must be itemized to
show the amounts spent daily for (1) lodging, (2) meds, (3) and other alowable expenses
(including groceries). In dl cases, receipts will be required for lodging, and laundry and cleaning
expenses (except when coin-operated facilities are used). The form entitled Expense Record for
Temporary Quarters (copy attached) shall be used to itemize expenses.

Maximum Reimbursement. The amount which may be reimbursed for temporary quarters
subsistence expenses shdl be the actua amount of alowable expensesincurred for each 30-day
period not to exceed a maximum amount based on the applicable daily rate prescribed under
paragraphs b through d, below, multiplied by 30. The daily actua subs stence expenses required
to beitemized will be totded for each 30-day period to permit a comparison with the maximum
alowable amount for the particular period, if lessthan a 30-day period is authorized or used,
the maximum alowable amount will be based on the number of days authorized or used,
multiplied by the applicable daily rate.

a. Applicable maximum per diemrates. The maximum per them rate to be used for
computations under b through d below shall be the Standard CONUS rate of $86 per day.

b. For thefirg 30 days. Reimbursement for the first 30 days will be limited asfollows:

(1) For you or your unaccompanied spouse (i.e., your spouse necessarily
occupies temporary quarters in a separate location), the daily rate shall not exceed $80;

(2) For your spouse when accompanied by you, the daily rate shal not exceed
$57.34, or two-thirds (.75) of your daily rate established in paragraph a above;

(3) For each other member of your immediate family who is 12 years of age or
older, the daily rate shall not exceed $57.34, or two-thirds (.75) of your daily rate established in
paragraph a above;

(4) For each other member of your immediate family who is under 12 years of
age, the dally rate shall not exceed $43, or one-hdf (.50) of the daily rate established in
paragraph a above.

c. For the second 30 days. The daily rates for the second 30-day period for you and
each member of your immediate family shdl be three-fourths of the daily rates prescribed under
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paragraph b above,

(1) For you or your unaccompanied spouse the daily rate shall not exceed
$64.50 (.75 times the applicable per diem rate);

(2) For your accompanying spouse, the daily rate shall not exceed .75 timesthe
applicable per diem rate,

(3) For each other family member 12 years of age or older, the daily rate shall
not exceed .75 times the gpplicable per diem rate; and

(4) For each family member under 12 years of age, the daily rate shdl not
exceed
A timesthe applicable per diem rate.

d. Additiond 60 days. When the agency authorizes an extenson of time for occupancy
of temporary quarters beyond the first 60 days (not to exceed an additiona 60 days), the
additiona days shdl be computed at the same rates allowed for the second 30-day period in
paragraph ¢ above, for you and each member of your immediate family.

Advance of Funds. Advance of funds may be made in 30-day increments. The initid advance of
funds for temporary quarters subs stence expenses shdl not exceed the maximum amount
dlowable for the first 30-day period (or other authorized period if less than 30 days).
Theregfter, funds may be advanced for subsequent 30-day periods as authorized. Y ou should
request advance of funds as needed for the second and subsequently authorized 30-day periods
in sufficient time to alow for processing, gpprova, and issuance of the advance of funds.

Y ou will not be digible for temporary quarters dlowance when the distance between your old
residence and your new officia station is40 miles or less. Temporary quarters expenses are
dlowable while awaiting arrival of household goods from your old resdence. If your temporary
quarters become your permanent residence quarters, you may receive a TQSE dlowance only
if you satisfactorily demondrate that you initialy intended to occupy the quarters temporarily.

5. ALLOWANCE FOR EXPENSES INCURRED IN CONNECTION
WITH RESIDENCE TRANSACTIONS

NOTE: Thisallowance doesnot apply to new appointees.

Y ou may be reimbursed for certain expenses incurred in the sale of one residence (which may
be amobile home) a your old officid dation, or the purchase (including congtruction) of one
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dwdling a your new officid gation, or the settlement of an unexpired lease on your old
residence or alot on which your resident mobile home was located, provided that:

a. Thetitleto theresidence, or the interest in a cooperative owned dwelling or an
unexpired lease isin your name only, or in the joint names of you and one or more members of
your immediate family, or solely in the name of one or more members of your immediate family.
Y our interest in the property must have been acquired prior to the date your were firg officidly
natified of your transfer;

b. The dwelling for which you are daming reimbursement for sdling expenses was your
resdence a the time you were firg officidly notified of your trandfer;

C. You obsarve the time limitation, as follows:
(1) Initid period. The settlement dates for the sale or purchase or lease
termination for which you clam reimbursement are not later than 2 years fter the date you

reported for duty at your new officid station.

(2) Extenson of timelimitation

(1) upon your written request and approva by the Commissioner or
his’/her designee, the 2-year time limitation may be extended for an additiond
period of time not to exceed 1 year.

(i) Y ou should submit your written request to the gppropriate agency
officia(s) as soon as you become aware of the need for an extension, but
before the expiration of the 2-year limitation. In no case shdl your request be
submitted later than 30 calendar days after the expiration date unless this 30-
day period is specificaly extended by the USIBWC.

(i) Approvd of this additional period of time shal be based ona
determination that extenuating circumstances, acceptable to the USIBWC, have
prevented you from completing the sdle and purchase or lease termination
transactionsin the initia time frame, and that the residence transactions are
reasonably related to the transfer of officia dtation.

(iv) When you are digible for an extengon of the time limitations for
completion of aresidence transaction and such an extenson is approved by the
USIBWC, relocation entitlement and alowances shdl be determined by usingthe
entitlements and allowances prescribed by regulations in effect on your effective
date of trandfer and not those in effect at the time the extension is gpproved.
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d. The expenses for which rembursement is claimed were paid by you. If
you shared expenses with another person or people, reimbursement is limited to
the portion you actualy paid. If your residence isaduplex or other type of
multiple occupancy dwdling in which you only partially occupy, or if you shared
responsibility for aleased property (such as a shared apartment arrangement),
expenses will be rembursed on apro-ratabass. Y ou will dso be limited to pro
rata reimbursement when you sdll or buy land in excess of that which reasonably
relates to the resdence site.

Reimbursable expenses are those incurred in connection with the sale or purchase of a
residence, provided they are customarily paid by the sdler of aresdence in the locdlity of your
old officid station or by the purchaser of aresidence a the new officid station, to the extent
they do not exceed specificdly stated limitations, or in the absence thereof, amounts customarily
pad in the locdity of the resdence:

a. Brokers feesand red estate commissions that you pay for servicesin sdlling your
resdence at your old officia station, not to exceed the rates that are generally charged in the
locdlity of your old officid gtation.

b. The customary cost for an appraisal.

c. The costs of newspaper, bulletin board, multiple listing services and other advertisng
for the sale of your residence at your old officid station that is not included in the
broker’sfee or the red estate agent’s commission.

d. Legd (litigation costs are not reimbursable) and related expenses for both sdle and
purchase of residences for which you would customarily pay (e.g., title insurance
policy, cogts of preparing conveyances, other instruments, and contracts and
related notary fees and recording fees; cost of making surveys, preparing drawings
or plats when required for legd or financing purposes) and smilar expenses
incurred in sAlling your residence to the extent that:

1. Have not been included in other residence transactions fees (i.e., brokers
fees or red edtate agent fees);

2. Do not exceed the charges, for such expenses, that are normally charged in
the locdity of your resdence;

3. Areusudly furnished by the sdler;

e. Thecosts of searching title, preparing abstracts, and the legd feesfor atitle opinion
to the extent that such codts:
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1. Have not been included in other residence transactions fees (i.e., brokers
fees or red edtate agent fees);

2. Do not exceed the charges, for such expenses, that are normally charged in
the locdity of your resdence;

f. Thefallowing “other” miscellaneous expensesin connection with the sde or purchase
of your resdence, provided they are normaly paid by the seller or the purchaser in the locdlity
of the residence, to the extent that they do not exceed specificdly stated limitations, or if not
pecificdly stated, the amount customarily paid in the locdlity of the resdence:

1. FHA or VA feefor theloan application;

2. Loan origination fees and Smilar charges such as loan assumption fees and
loan transfer feesin an amount not to exceed one (1) percent of theloan
amount without itemization of the lender’ s adminidrative charges, if the
charges are assessed in lieu of aloan origination fee and reflects charges for
sarvices Smilar to those covered by aloan origination feg
Cost of preparing credit reports;

Mortgage and trandfer taxes,

State revenue stamps,

Other fees and charges smilar in nature to those ligted in paragraphs a
through f above, unless specificaly classfied as nornreimbursable expenses,
below.

o ok w

g. Chargefor prepayment of a mortgage or other security instrument in connection with
the sdle of your resdence a your old officid station to the extent the terms in the mortgage or
other security ingtrument provide for thischarge. This prepayment pendty is dso rembursable
when the mortgage or other security instrument does not specifically provide for prepaymernt,
provided this penalty is customarily charged by the lender, but in that case the reimbursement
may not exceed 3 months' interest on the loan balance;

h. Mortgage title insurance policy for the protection of and required by, the lender for
which you paid on the residence you purchase;

I. Owner’stitleinsurance palicy if it isa prerequisite financing or the trandfer of the
property; or if the cost isinseparable from other insurance codt that is a prerequisite to financing
or the transfer of the property;

j.  Expensesin connection with congiruction of aresidence, which are comparable to
expenses that are reimbursable in connection with the purchase of an existing resdence
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k. Expensssin connection with environmenta testing and property ingpection fees
when required by federd, state or loca law; or by the lender as a precondition to sale or
purchase; and

|. Other expenses of sale or purchase made for required servicesthat are customarily
paid by the sdller of aresdence a the old officid duty station or if customarily paid by the
purchaser of aresdence at the new officid duty station.

Except as otherwise provided in paragraphs a through m above, the following are dlassfied as
non-reimbursable expenses.

a. Any feesthat have been inflated or are higher than normaly imposed for Smilar
sarvicesin the locdity of the residence;

b. Broker fees or commissons paid in connection with the purchase of ahome at the
new offica duty Sation.

c. Owner’stitle insurance policy, “record title’ insurance policy, mortgage insurance or
insurance againgt loss or damage of property, and optiona insurance you pay in connection with
the purchase of aresidence for your protection;

d. Interest on loans, points, and mortgage discounts,

e. Property taxes,
f.  Operating or maintenance costs,

0. Nofee, cost, charge, or expense determined to be part of the finance charge under
Elt‘reuth inLending Act, Title I, PL. 90-321, as amended, and Regulation Z issued by the Board
governors of the Federa Reserve System (12 CFR Part 226), unless specificaly authorized
gggbur&dole Expenses, above,;

h. Expensesthat result from construction of aresdence.
i. Lossesdue to failure to sdl your resdence at your old officid station at the price

asked, a its current gppraised value, at its origina cog, or dueto falure to buy adwelling a
your new officia station at a price comparable to the sdling price of your old residence, and any
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smilar losses, are not reimbursable.

Incidental charges made for required servicesin selling or purchasing residences may be
reimbursgble if they are customarily paid by the sdller of aresidence at your old officid station
or

by the purchaser of aresidence at the new officid station, to the extent they do not exceed
amounts cusomarily charged in the locdlity of the resdence.

The total amount of expenses that may be reimbursed is as follows.

a. In connection with the sale of your resdence a your old officid dation,
reimbursement shall not exceed 10 percent of the actual sale price; or

b. In connection with the purchase of aresdence a your new officid dation,
rembursement shdl not exceed 5 percent of the purchase price.

Expensesincurred for settling an unexpired lease for your old residence may include broker’s
feesfor obtaining a sublease or charges for advertising an unexpired lease. Such expenses are
reimbursable when:

a. applicable laws or the terms of the lease provide for payment of settlement
exXpenses,

b. such expenses cannot be avoided by sublease or other arrangements,

c. you did not contribute to the expense by failing to give gppropriate lease termination
notice promptly after having definite knowledge of the transfer; and

d. the broker’sfees or advertising charges are not in excess of those customarily
charged for comparable servicesin that locdity.

To be rembursed for the expenses incurred in selling or buying aresdence, you must submit
GSA Form 2494, Claim for Reimbursement of Closing Costs for Sde of Old Residence or
GSA Form 2494-A, Clam for Rembursement of Closing Costs for Purchase of New
Residence (appropriate copy attached).

Y our clam must be supported by documentation showing each item of expense you incurred
and paid. Included in the required documents are:

a. Copiesof your sales agreement when sdlling aresidence;

b. Alternatively, your purchase agreement when buying aresdence;

c. Property settlement documents;
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d. Loandosing Satements; and
e. Invoicesor receptsfor other costs paid by you.

Reimbursement of any residence transaction expenses (or settlement of an unexpired lease) that
occur prior to the employee being officidly notified (generdly in the form of a change of gation
travel authorization) is prohibited. 'Y ou may not receive an advance of funds for your residence
transaction expenses.

6. TRANSPORTATION OF MOBILE HOMESAND BOATSUSED ASA
PRIMARY RESIDENCE

If you are entitled to transportation of your household goods (HHG), you will be reimbursed for
trangporting a mobile home for use as aresidence, not to exceed what the Government would
incur for the trangportation of your HHG and 90 days temporary storage. To be éigible for this
alowance, you mugt certify in writing that your mobile home will be used as a residence for you
and your immediate family at your new officid gtation.

Allowances for trangporting mobile homes, including mileage when towed by you, arein
addition to payment of per diem, mileage, and trangportation expenses for you and your
immediate family. The alowable mileage between your old and new officid duty sations shal be
that shown in the standard highway mileage guides or actud miles driven as determined from
odometer readings. Any substantia deviation from distances shown in the stlandard highway
mileage guides must be fully explained and acceptable to your agency. The maximum amount to
be authorized by your agency will not exceed the cost of transporting 18,000 pounds of HHG
and 90 days of temporary storage.

1. Computation of dlowances.

a. Trangportation by commercid carrier. An alowance for transportation costs shal
indude the following:

(1) Thecarier'schargesfor actud trangportation in an amount not exceeding
the gpplicable tariff as approved by the Interstate Commerce Commission, or appropriate State
regulatory body for intrastate shipments, for trangportation of a mobile home of the size and
type involved for the distance involved,

(2) Ferry faresand bridge, road, and tunnd talls

(3) Taxes, charges or feesfixed by a State or other government authority for
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permits to trangport mobile homesin or through its jurisdiction;
(4) Carier’sservice charges for obtaining necessary permits; and

(5) Chargesfor apilot (flag) car or escort services when required by State or
locd law.

b. Transportation by private means. If your mobile homeistowed by a privately
owned conveyance, an dlowance of 11 cents per mile shdl be made as reimbursement for
trangportation costs listed in paragraph a. above. In addition, you may be reimbursed for the
cods of preparing your mobile home for movement and resettling it at your destination as
provided in paragraph d below.

¢. Mixed method of transportation. If your mobile home is transported partly by
commercid carrier and partly by private means, the dlowances described in paragraphsaand b
above apply to the respective portions of the trangportation.

d. Other alowable transportation costs, In addition to the alowances provided for in
paragraphs a through ¢ above, the dlowance for transportation includes, but are not limited to:

(1) Blocking and unblocking (including anchoring and unanchoring);

(2) Labor cogts of removing and ingtaling skirting;

(3) Codt of separating, preparing, and seding each section for movement;
(4) Cost of reassembling the two halves of adouble-wide mobile home; and
(5) Trave lift fees.

(6) Renta, ingalation, remova and transportation of hitches and extra axles
with wheds and tires,

(7) Purchasing blocks in lieu of trangporting blocks from old officid station and
cost of replacement blocks broken while mobile home was being transported;

(8) Packing and unpacking of HHG associated with the mobile home;
(9) Disconnecting and connecting utilities;

(10) Ingdlation and remova of towing lights on traller;
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(12) Chargesfor reasonable extension of existing water and sewer lines;, and
(12) Dismantling and assembling a portable room agppended to a mobile home.

e. Undlowable cods. Thefollowing cogts relate to the miscellaneous expense
dlowance and shdl not be included in your transportation alowance:

(1) All cogtsfor replacement parts, tire purchases, structura repairs, brake
repairs, or any other repairs or maintenance performed,

(2) Costsof insurance for vauation of mobile homes above carriers maximum
ligbilities, or charges designated in the tariffs as “ Specid Service”

(3) Cost of storage; and

(4) Costs of connecting and disconnecting appliances, equipment, and utilities
involved in relocation and costs of converting appliances for operation on available utilities.

f. Optiona use of Government hill of lading. Instead of the alowances in paragraphs a
through e above, the USIBWC may assume direct responsibility for transporting your mobile
home, if we determine such action to be in the government’ s best interest. In such instance, you
will not receive any other dlowance for the trangportation involved and will be charged any cost
the USIBWC pays under the bill of lading which would not be alowed or which isin excess of
the total alowance as stated in (2) below.

2. Limitation on alowances.

Thetotal amount alowable shal not exceed the maximum alowable amount for trangportation
and 90 days temporary storage of your household goodsiif the maximum quantity of household
goods (18,000 pounds net weight) had been moved instead.

3. Advance of Funds.

Y ou may receive an advance of funds when you are responsible for arranging and paying a
commercid carrier to trangport your mobile home. However, the advance must not exceed the
estimated amount alowable. No advance is authorized if the agency paysthe carrier directly.

7. TRANSPORTATION AND STORAGE OF HOUSEHOLD GOODS
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1. Transportation of Household Goods

Household goodsinclude dl persona property associated with the home and al persond effects
belonging to an employee and the immediate family when shipment or storage begins, which

can be legdly accepted and transported as household goods by an authorized commercia
carrier in accordance with the rules and regulations established or approved by an appropriate
Federa or State regulatory authority except the items listed in paragraphs a through d below.
Snowmobiles and vehicles with two or three wheds, e.g., motorcycles, mopeds, and golf carts,
may be shipped as household goods. The following items are specifically excluded from the
definition of household goods:

a. Automobiles, trucks, vans and Smilar motor vehicles, boats; airplanes, mobile
homes; camper trailers, and farming vehides

b. Liveanimas, birds, fowls, and reptiles,
c. Cordwood and building materids, and

d. Property for resde, disposal, or commercid use rather than for use by the employee
or theimmediae family.

Generdly, carrier’ stariffs prohibit household goods carriers from accepting the articles listed
below for shipment. Y ou are advised to consult applicable tariffs or to contact the carrier
involved if problems arise concerning shipment of the following prohibited articles:

a. Property liable to impregnate or otherwise damage equipment or other property
(e.g., hazardous articles including explosives, flammable and corrosive materiads, and poisons);

b. Articlesthat cannot be taken from the premises without damage to the article or the
premises,

c. Perishable articles including frozen foods, articles requiring refrigeration, or
perishable plants unless:

(1) Shipment isto be trangported not more than 150 miles and/or ddivery
accomplished within 24 hours from the time of loading;

(2) No storage of shipment is required; and
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(3) No preliminary or en route servicing, watering or other preservative method is
required of the carrier.

Items that are irreplaceable or are of extreme value or sentiment are not provided specid
security even though extra- vaue insurance may be purchased. Employees and their immediate
families are advised to persondly trangport these types of items.

There are two methods for the reimbursement of transportation of household goods. Y our
agency will determine which of the following methods will be authorized.

(a) Commuted Rate System where you make your own arrangements for trangporting
household goods between your old and new officid stations. Y ou sdlect and pay the carrier or
trangport your goods by noncommercial means and are reimbursed by the USIBWC in
accordance with schedules of commuted rates, which are contained in the GSA publication,
Commute Rate Schedule for Transportation of Household Goods. The commuted rate includes
cods of line-haul trangportation, packing, crating, unpacking, drayage incident to the
transportation, and other accessorid charges.

Clamsfor rembursement under the commuted rate system shal be supported by a receipted
copy of the bill of lading including any attached weight certificate copies. If no bill of lading was
involved, other evidence showing points of origin and destination and the weight of the goods
must be submitted. If you transport your own household goods, you are cautioned to establish
the weight of such goods by obtaining proper weight certificates showing gross weight (weight
of vehicle and goods) and tare weight (weight of vehicle done) because compliance with the
requirements for payment at commuted rates on the basis of constructive weight is usudly not
possble.

(b) Actuad Expense Method where your agency assumes the respongbility for arranging and
paying for al aspects (e.g., packing/unpacking, pickup/ddivery, weighing, line-haul, drayage,
temporary storage, etc.) of trangporting your HHG and PBP& E with acommercid HHG
carier.

2. Temporary Storage of Household Goods

Temporary storage of household goods at USIBWC expense may be alowable only when such
storage isincident to transportation of the household goods at USIBWC expense.

Under the commuted rate system, you will be reimbursed the actual cogts for storage including
in and out charges and necessary drayage not to exceed the commuted rates for Soragein the
GSA publication, Commuted Rate Schedule for Household Goods or other amount authorized
by the agency. A receipted copy of the warehouse or other bill for storage costsis required to
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support reimbursement.

3. Maximum Weight of HHG

The maximum weight alowance of HHG that may be shipped or stored at Government expense
is 18,000 pounds net weight. The 18,000 pounds HHG weight limitation is mandated by satute
and cannot be exceeded. Shipments of professiona books, papers and equipment (PBP&E)
that cause the shipment to exceed the maximum weight alowance can be transported to the new
duty station as an adminigirative expense of the agency.
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